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STATE . ' . . OPFICE OF SECRETARY OF STATE .
oF Application for DEPARTNENT OF ARCNIVES & NISTORY PAEE
coeia  RECORDS DISPOSITION STANDARD  vecomrs sevsmmsers s 1

p————

l Application Date
.

TUSTRUCTIORS:

See separate instructions for conpletion ofQ FOR RECORDS MANAGEMEXT DIVISIcE USE

Breont and reverse of this form. Sign arigénql and two copies Tate Recelved dpplication Bo. Date Completed

rt : )
2 ‘A‘eney Pplication No. mi forvard to Dapartment of Archives and Fistory, Attention:

i vecords Manazgement officer.

3 AGENCY, Divillo? é\adivluion 4 Aqminiatering Office Address

Board orrectlions .
Public Information-0ffice of the Dlrector
Room 815 Trinity Washington Building

Persop to Contect
.

Gene Moore

MR 10 1grp J3 W 10 1872

Atlanta, Ceorgia 30334 Pobi¥e fnf. off. [955<3770

T.KfilaN REQUESTED

—

ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.,
f . 9'BIACT SERIES TITLE 5 b c'c+
1970-to present PUBLIC INFORMATION,FILES$

110 What function performed resulted in creatior of this series

The function of this office to develop and execute a public relations
‘concept designed to inform the people of correctional programs; write
speeches and articles for the Director of Corrections; coordinate press
relations; generally supervise all departmental publications, visual
materials and other presentations; supervise internal communication
activities; ¢ooxdinate special projects for the Director of Corrections;
coordinate Speaker's Bureau engagewents; provide information services to
meaters’ of the General Assewbly, correctioal personnel and the public;
‘work with schools, clubs, volunteer organizations and others.

11 DESCRIPTION OF SEARIRS - Include Form No., & Porm Title, if any

The series consists of instltutlonal files which contain correspondance
with wardens, phone contacts, and personnel information. It contains
special project files, short range project files, reports develcped by
research and developement, information concerning investigations, logs
which contain correspondance, speech bank, photographic flles,_and a tape“

file. These are filed alphabetically by section. T =
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Te - EQUGTPHERT OCCHFIED Bo. of Drawers Co. Ft. of Records I . 7' - - Wo. of Drawers Cu. Ft. of Becords
] ) . ANNUAL RATE O_P_ACL‘-UWJ!.ATIDl ' :
Letter |l.u File M-ﬂﬂ 5 7 5 1 1. 5
Legal-alze File Dravers Tloor Space Occupied (Sguare Feet) In orzicels) Io Storage fresle)
e i
By Annuel Accumulation Thi? Lant PrecedingffAll Prior
) . Year's Year's Yesr's Years'
AVERAGE DAILY REFERENCES ) 50 N/A N/A N/A

Fora: AB-50-T1
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QUESTIONNAIRE Tisce on “x¥ ia the proper cgiuma. .Irl' assver 14 7TIa,T plesse emplain ] YES ' NO
13. Is this the Record Copy of the geries? - - S . B0
k. I?,ni::L e:glgctfupggceatslgxf lffstgfslggrge‘; :tL:g ta?lc];ther offlce or agency? ' [1 K
15. fﬂoghe 1n§ormgeion contained in this series ever surmarized or publlshed° o H ]
16. &gguﬁx]é geexgggtcon%i%f Z;:]ig.::i’ﬁgg %l;%orrfaicl:cn rcqulrlng securlty handllhng" _' 1] K
17. Does ‘the series document pollcles and procedures of agency's 0perat10n or funct10n9 EJ [1
18. Could the fUnction be performed if the files were lost or destroyed? ;)_"" B[]
19. Is the series (or major portlon,of 1t) regularly mlcrofilmed? If yes, why?:- (] M
20. Does the record serics provide data as iﬁput to an EDP file? e [1 ﬁﬁ
21. Does the record series contain documentation produced as EDP printout? - 1} -Eﬂ
22. Is the. serles affected,by Federal or grant fUncc? | Lr:__- c- - ;’ L]- Kl
23. Will there be & need for these records 1Q{ 15 years from hc#? —If'ycé,‘what? B0
2. REQUIREMENTS. 'I‘he follgviii.g z;equifes the files to be kept 5 -5_: years: e

a.[JSTATE ®. []ETAmUTE OF _c.[JAUDIT  ~q.[]FEDERAL e.[|ADMINISTRATIVE  f.KJHTSTORICAL

LAW LIMITATION ~~ PERIOD ~ LAW  _° . DECISION . VALUE
(Cite Law, Statute, or other reason for the retehtion recjmrement} '

Sufficient number of years for departmental value

25.

AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -PICALENDAR YEAR -~[]FISCAL YEAR -[]OTHER ‘ sthen:
_ Hold in current files area 1 .. year, then transfer to
b Ar%hives. permanently. ‘ ) o
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